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Security Department 

INSTRUCTIONS: See Publication .No. 76-RM-! for instructions on completing this form. Forward signed original 
Department of Archives and History, Records Management Division, 330 Capitol Avenu;, Atlanta, Georgia, 303: 
Attention: Schedulina Section. - - ~ ~ -  - - ~~~~~ 

I FOR RECORDSMANAGEMEh . 
FOR .. AGENCY . USE 1. Agency Address 

Application Number I 8 4 - 1 3  
pplication Date Georgia World Congress Center 

285 International Blvd. NW 
Atlanta, Georgia 30313 Date Receivsd Date Comp 

Evelyn Mason Controller 6 56- 7600 

a. Establish Retention Schedule; remrd will continue to accumulate. 
b. 

. Action Requested 

0 Dispose of present accumulation; no further accumulation anticipated. 
c. Amend Application No. CheckOne: 0 Change; 0 Supercede; 0 Void 

. Dates of Series 
arliest Latest 

5. Remrds Series Title (followed by tide used in office; if different) 

1976 I Present I Incident Report F i le  
I. Drision and Office Function What is the function of the Division and the Office in which this record series i s  createc 

The purpose of the Georgia World Congress Center i s  t o  promote, develop and service 
regional, national and international convention and tradeshow a c t i v i t i e s  w i t h i n  the 
S ta te  of Georgia and to  maximize economic benefits  derived t o  the S ta te  therefrom. 

The Security Department i s  responsible f o r  overall securi ty  and parking program f o r  
GWCC. The: 
a lso maintain securi ty  log reports,  assignment o f  keys, responding and reporting 
emergencies. 

They supervise day-to-day a c t i v i t i e s  of securi ty  and parking personnel. 

'. Record Series Description This file mntains the following documents (include form numberr and tides, if any): 
Attach Samples of the file. 

Documntsrelatingto: Maintaining reports of a l l  damages, accidents o r  incidents. 

Includedare: Reports of property damages, personal in jur ies ,  thef t s  and other 
incidents a t  the Georgia World Congress Center. 

FileiSarran*d: Chronological by date. 

I. Monthly Referencc Rate How often are records referred to which are: 

One to six m t h s  old 6; Seven to twelve months old ; Thirteen to twenty-four months old - 
twenty-five months and older ? 

1. Lettersize-drawers ; bgakize drawer ;Shelves ; Other (specifvl 

I. Andu$&te of Accumulation of Remrdr Y,t;** - - -=%- % l - r : l r )  



Y 

ES 

X 

-- 
.. - .  NO 10. (luesrionnaire (Place an "X" in the proper wlumnl 

c 1 a. I s  this the official mpy of the series? 
If  not. where is it? 

b. D o e s  the series contain confidential information requiring security handling? If yes, cite law or regulation. 
* 

x 
' 1 1. I 

~ x- I c. I s  this a vital rewrd? 
x I d. Does th is  series have historical or long term research value? 

e. When one or two documents in the fi le make it WcezsaFy to keep the entire file for a long period, wuld these 

th is  series ever analyzed and/or recorded in a summarized report? 

Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need -years. 
c. Federal law years. f. Federal retention instructions years. 

Attach wpy or excert of laws or regulations. Explain administrative need. 

7 

Civil and criminal actions. 

2. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 
Ed Calendar Year; 0 Fiscal Year; 0 Other then, 

a Hold in the current files area monthlsl - 1 year(s); then 
d Transfer to local holding area; hold 6 yearb); then 
0 Transfer to State Records Center; hold 

0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yeark); then 
Destroy. 

These instructions apply to a l l  prior and future accumulations of the series. 

ISignatgre) I Date 1- rds Management Officer (Signature) I Date 

, L / . E l 4  d I / -2 .-sc/ , ,  

tewmmendations in para- 
raph 12 are approved. 
If disapproved, attad, letter 
if explanation.) 


